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IN‘STHUCTIONS See Publicationi No. 76—=RM—1 for instructions on completmg thls form. Forward sxgned ariginal to

5 Oepartment of Archives and History, Records ,Management Division, 330 Capltol Aver}’ue Atlanta, Georgla 30334,
-Attérition: Scheduling Section, - - ¢
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| __FORAGENCYUSE |1, Agency Address [ }Eﬂea‘ona;ﬁﬁaﬁm&

" Apphication Date » . ' Application Number T
Georgia Ports Authority '

| %48 | Finance Division | /B-2H6-A

application Number Post Office Box 2406 ' Data Received " Date Compteted

Savannah Georgla 31402 13 5 0 1904

o s | Sovewen, Ceorgiosiaz | Feat3me pyodue

' 2, Person to Contact o e | ' Workmg 'htie ' . Télephone Number

o dim Spann . __ Accountant . (912)  964-3902

- T T . o - b o L SIETIT=R T et e

3. Action Requested

4. J Estabiisn Retention Scheduled,rrecord will continue to accumuiate.
b. O Dispose of present accumulation; no further accumulation anticipated.
| __ ¢ X Amend Application No. 18-246 . Check One: X] Change; ] Supercede; {J Void , -

- Da‘il’_s of Series 8, Remrds Sams Tntle (followed by title used in off:ce, if dffferent}
Earlizst Latest

it TR e o v et ey e

« 1979 | To Date | Tlme Card File

rﬁ i.')wasmn and Gf‘me Function What is the functldn of the Division and the Office in which this record series is created?

" The Director of Finance is responsible for the accounts of the Authority and establishes
and maintains accounting methods and procedures for the Authority. He approves all
expenses; is responsible for the auditing and accounting provisions of atl contracts,
leases and agreements of the Authority; provides protection of the assets with adequate
internal control procedures and assures proper insurance coverages for the Authority's
properties; coordinates the preparation of the annual budget with the various divisions.
Under his supervision, financial reports are published and related financial and cost data
records are prepared and distributed.
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7. Flecord Ser:es Descrlpuon This file contains the follownng documents finclude form numbers and trtles ifany): \
Attach samples of the file,
chuments relating to: Payroll.
included are: Time cards for all hourly employeées of Georgia Ports Aufhorﬁ'y.
File is arranged: ' Chronologically by department.
8. Monthly Reference Rate  How often are records referred to which are: | T T T e
One to six months oid ___Qa__.._; Seven to twelve months old 8 ___; Thirteen to twenty-four months old -

twenty-five months and older 1 I

9. Annual Rate of Accumulation of Rerords
Letter-size drawers smane -0y LEGAl-size drawers

- ; Other (spec:fy) 5 state.size hoxes

o Shelves
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_*_(gsl 'NQr ﬁig,;(]uestionnairé {Place an "X" in theproper column) . - o - _”- _ ,_f::_: ] _-__ _:‘N ' "':
a. ls this the official copy of the series? - : ¢ -
P X 1t _Ifnot, where isit? L — » e P

b« Does the series oontam'conf:dentlal information requiring security handling? If yes, cite law or regulatlon _
)

S U — NNV S SR, N —
x

__¢. Is this a vital record?

— e 4 S A et T,

—a

Xt __§_d. Does this series have historical or ion_g_erm research value? Suzgpor‘ri nLdocwmenTS for payrofl-| ong ter
e. When one or two documents in the file make it necessar\/ to keep the entire file for a long period, could these
1 X1 _ _ documents be scheduled separately? ' . ) B
LA X £, )s the information contained in this series ever pubhstui? If ves aﬁach_CQQL N S S

g. Is the information contamed in this series ever analyzed and/or recorded ina summanzed report?
L1 X1 Ifves attachcooy, . . e _ L e

-

h Is there a duplication of this series in vour office, or :n anothel‘ office or agency?
X 1f yes, where2_ Some _offices maintain copies of cards for brief periods of 'I'lme.

b — — e — - —_—— i e e

L 1 .- L _Is this series for a major portion of it} 1 requlariv_microtilmed? . . N —
| x| 1. Doesthe record series resultin a computer printowt? S

Attach copy or excerpt of laws or regulations, Explain ddministrative need. 7 "~
Cc.&.A, 9-3-272. _
L_\:L_ u‘S_C‘A-,s lqa‘ — . o B :. ‘ .. - ? - "- s, . _T

- . : . ST - B . R I -

{12, Apcroved DISPOSItlon Ins:ructlons > This agency recommends that the f:le serles ‘be cut oft at ths end of each : ,
) P S T E} Calendar Yesr, f_'l Ffsca1 Year; !'_'] Other S L T ...then, -
:_," j._ . . ..l‘ : ) - . ) ; - - '!g,_., -

IE Hold in the current files area _3 . 4_.month(s) S fear(s) then IR [

2 Transfer to local holding area, hold ___ 5. . ._ year(s); then A L

O Transfer to State Records Center; hold e . year(s); then

R Destroy,

3 Transfer to State Archives for permanent retention.

O Other (Specify} o

These instructions apply to all prior and future accumulations of the series,

ng[ adlDesignee gnature) n Date _ Recog hiag_égéééq_t

11 Retention Requiremsnts f The foilowing requires the series to be kept:
a. State Law - — years. d. Audit period — years,
b, Statute of limitation .7 2. _years, T e. Administrative need ~ —_— _ ..D . years,

c. Federal iaw R VR years, "~ {. Federal retention instructions ... _ .. . __vyears.
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Recommaendations in para-

graph 12 are approved. ~ State Audutor/Des:gnee
(If disapproved, attach letter = T T
of explanation.) Secretary of State/Designee

——— e e

Attorney General/Des:gnee
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APPLICATION FOR RECORDS RETENTION SCHEDULE MR LES s e S i aLL
1 RECORDS MANAGEMENT . DIVISION -

INSTRUCTIONS See Publmtlon No. 76—RM— for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgna 30334,
Attention: Scheduling Section. /

s T T et

o

FOR AGENCY USE 1. Agency Address = FOR RECORDS MANAGEMENT USE
Application Date _ geor‘m a Ports Authori ty ; Application Number -
10=4-78 ‘ inance Division -
i : Post Office Box 2406 - 798 2 ‘-{ 6
App lcauc:é\l umbar - Savannah, Geor‘gi a 31402 : BEt_F e;erved Date Completed
T o _ T eT e oy 281978
. 2. Person to Contact ~ Working Title Telephona Number
! John Rowland Account1ng Manager 964 1721 264

3. Acuon Requested
2. [ Estaonsn Retention Schedule; tﬁecord wnll continue to accumulate.
b. [ Dispose of present accumulation: no further accumulation anticipated.

¢. @ Amend Application No. . Check One: X Change; [ Supercede; O Void
4, Dates of Series 5. Records Series Title (followed by title used in office; rf different}

Earliest Latest ,
1974ﬁu,l, To Date Time Card File -
6 Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Director of Finance is responsible for the accounts of the Authority and establishes

and maintains accounting methods and procedures for the Authority. He approves all expenses
for the Directors' meetings; is responsible for the auditing and accounting provisions of
all contracts, leases and agreements of the Authority; provides protection of the assets
with adequate internal control procedures and assures proper insurance coverages for the
Authority's properties; and coordinates the preparation of the annual budget with the
various divisions. Under his supervision, monthly financial statements are published

and related financial and cost data reports are prepared and distributed. The purchasing
function is also a part of his responsibility as well as the maintenance of all contracts,
leases and agreements of the Author1ty

1

e - —~—

7. Record Serias Descﬂption . This file contains the fo'.’.owmg documents {include form numbers and tltles if any)
Attach samples of the file. ; .
Documents relating to: Recording -~ employees' hours.
: Included are: Card form showing name ‘of employee, pay period, straight time, overtime

hours worked, date and amount. Signature of supervisor ind1cat1ng
that hours shown are correct. The hourly time distribution is
shown on the reverse of card.

File is arranged: By division, by social security number.

8. Monthly Reference Rate How often are records referred to which are: o T o
One to six months old __ ,30 ; Seven to twelve months old _li__,_; Thirteen to twenty-four months old - ;
twenty-five months and older__.— _*- ? ’

3. Annual Rate of A‘d:un1g|atiqn' of Rerords T T
Letter-size drawers . ; Legal-size drawers

—.;Shelves_______;Other (specify) - R

AR-50_71; Rev. 78 ' (Over) - ] o
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| YES | NO_| 10. Ouesuonnaire _{Place an X" in the proper column) = ® < L]
. |s this the official copy of the series? T e < G )
| X If not, where is it? . S S s N
X b. Does the series contain c‘onfldent;al mformatnon requiring security handling? If yes, cite law or regulatlon N
[ 1 _X'| e s this a vital record? "' ] ]
X d 'Does this series have historical or long term ressarch value? f _
| e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X | documents be scheduled separatelv?
I .5 I % bmmtomﬂm.m_m_gdmum_mmbumgl,_ﬁskamch copy. e
g. Isthe information contamed in this serses ever anal zed and/or recorded i su marized report?
| x| | 7 ifves. attach copy. - Bears n generaf Tedt edger an Ad e pay roﬂ file. .
h. Is there a duplication of this series in your offloe, or in another office or agency?
|| X | _If ves, where? - - .
X 1 i 15 this series for a majar portion of it} reqularly microfilmed? . __
X |___ I_i._Does the record series result in a computer printout?
11. Retention Requirements . The following requires the series to be kept:
a. State Law ,,L years, d. Audit period 3 . .years,
b. Statute of limitation years. e. Administrative need —.years,
¢. Federal law years, f. Federal retention instructions years.
Attach oopy or excerpt of laws or regulations. Explain administrative need.
12, Anoroved Dlsposatlon lnstructlo;;—liThrs agency recommends that the file series be cut oﬁ at the end of each -
. . B Calendar Year; 3 Fiscal vear; O Other ___._ e then,

-3

R Hold in the current files area —
@ Transfer to local holding area, hotd
O Transfer to State Records Center: hold

month(s) - fear(s) then
.._..year(s) then .
_vyearls); then

1 imaale ¢ e s Tema e s sheees pme e s pame e s & e

[}.mr‘_ﬂ o o e

AR—80-71;

T

A Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify)
Thess instructions apply to all prior and future accumulations of the séries.
ﬂé_ng; HeadlDes:gnaa (Signaturg*)__" 7 _Date Reoords Manag ment Oftficer ISILBHJIE) Date
- ,” 2
' State Records Committes (Srgnature} Date
Recommendations in para- (’ " ) .
graph 12 are approved. State Auditor/Designee - j M,\@d——a/k 2%
{If disapproved, attach letter @ @ -
of expfanation,) Secre% ate/Designee aAA_A—é 7 w {{ {7 ‘7& )
Attorney General/Designee JOZM ?Z«L{j ' 2-7 JV
Rev. 76 {Reversa Side) e




